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r. Cumdeporions

06 oraese kaupon
1. OBIIUE MOJIOKEHUS

I.1. Hacrosinee nonoxenne paszpaboTraHo B COOTBETCTBHM ¢ HOPMAaTHBHBIMH
paBoBeIMU akTamn Poceuiickoit denepanun, YeraBom dejiepadbHOrO 1oCy @peTBEHHOIO
O10/LKETHOr0  00pa30BATENILHOIO  yupekjIcHUst  Bhiciiero  obpasosanus  «Poccuiickiii
FOCYIAPCTBEHHBIH  YHUBCPCHUTCT 1paBocytisty  (asice  Yuusepeurer).  llogoxenuer o
(prAnAJIC, MHBLIMHU JTIOKAJILHBIMU HOPMATHBHLIMU akTamu Y HUBEpCHTETA. (

1.2 O1iedt KajipoB sBisieTes C'rp,\xK'rypl—h,[M o, passesicHnem Kpoivckoro ¢uiiuasia
DejepanbHOro rocy 1apcTBEHHOr0 G10UKETHOIO 06pasoBaTEILHOTO YUPEUICHHS BBICHICIO
obpasosanust  «Poccuiickuil  rocylapcTBCHHBI  YHHUBEPCUTET — IHpaBOCYs» (1
Cumpeponons) (Jrasee Ouinuan).

1.3, Orien KajpoB  oCcyulecTBiseT ¢BOW0  paboTy Ha OCHOBANMH HOPMATHBIHbIX
11paBoOBBIX akToB Poccuiickoil dejgepannn, Yerasa Yuusepeurera., [osoxenus o Guinaie,
Hacrosiniero JIoI0KCHNS M MHBIX JIOKAJILHBIX HOPMATHBHBIX aKTOB Y HUBEpCHTETa i
dusmaa.

4. Obuiece pyKOBOJICTBO. JICHATCALHOCTLIO OT/C/HA KAJPOB OCYHIECTRISICT JMPEKTOP
Gumaia B COOTBCTCTBHE € IIPUKA3OM  pPeKIopa  Yuusepentera «O  pacipeieiCHini
HOJTHOMOYMH MEXK Y 3amecTuTessiMu iupekropa Kp® ®I'EOYBO «PI'YIy.

.5, Otzen kaapoB BO3MIABISICT HAYaJLHUK, Ha3HA4aeMbli Ha  JOIKHOCTL W
OCBOOOIKIAEMBIIT  OT  JIOJUKHOCTH — 1IpUKa3oM  Jupektopa  duanasa  Ha  OCHOBAHNAM
3aKJIIOUCHHOTO TPYJIOBOrO J0roBopa. Hauansuuk orjiesia Kaipos pyKOBOJUT JCATCABHOCTHIO

orjcjia B COOTBCTCTBUU C y'l,‘BCp“}K)LCHI'IOI\;I JIOJKHOCTHOM HI'IC'l‘pyKlll/lt‘ﬁ.



1.6. UnenennocTs paboTHHKOR OTENA YCTAHABIMBACTCS B COOTBETCTBIN CO IITATHBIM
pacnucannem. yTBEpKICHHBIM PEKTOPOM Y HUBEPCUTETA.
OO0s13aHHOCTH, MpaBa, MOJHOMOYKS, OTBETCTBEHHOCT paboTHHKOB OTACNA Ka/IpOB

OIpCaECIrOTCAI COOTBETCTBYROILMUMHU JAOJIKHOCTHBIMU MHCTPYKUHIAMH.

2, OCHOBHBIE 3AJIAYU

Oraen KaapoB OCYLIECTRISCT:

2.1. KagecrBeHHOE (popMupoBaHue u palMOHaIbHOE HCTIONL30BAHUE  KaJPOBOIO
MOTCHIMAJIA C YYETOM MEPCIEKTUB €r0 Pa3BUTHS:

2.2. IlonGop, oT6op 1 paccraHoBKa KaipoB, HA OCHOBE OLCHKH MX KBaMbUKaLMu,
JIMHHBIX M ICJTOBBLIN KAYECTB B COOTBETCTBUH ¢ OTpeGHoCTsI MU Dunnana;

2.3. Onpejesienne TeKyLie u 1aHUpOBaHHe NEPCIIEKTUBHON MOTPEOHOCTH B Kajpax;

2.4, Yuet IMuHOTro cocTaBa Kapos;

2.5. Benenne kajpoBoii paGoThl;

2.6. Iloaroroska, oGpaborka u HPEIOCTABJICHUC HHDOPMALMOIHBIX JIAHHBIX 110
Ka/[poBO# pabdore;

2.7. Bowunckuii yder Bcex kareropuii rbamaH, MOUIEKAIINX BOMIICKOMY YUCTY.
npeObIBAIOIINX B 3ariace.

2.8. Okaszanue NpakTHYECKOH M METOAMUYECKON MOMOLIM 110 KaJIpPOBLIM BOIPOCaM
padoTHukam dunuana.

3. OYHKLIUU

B cootsercTBMM ¢ BO3NONKEHHBIMEM  3ajauaMM OTACH KaJIpOB  OCYUIECTRIISIET
cieayrommne GyHKInm:

3.1. Onpenenenue Tekyuiel morpeGHOCTH B Kajpax.

3.2. Komruiekrosanue ®unnana neoGX0uMbIMM Ka/IpaMu B COOTBCTCTBUM C LIEJISIMU.
cTparerueii u npopuiem dunnana,

3.3. ®opmupoBaHKe U BeAeHHe GaHKa JAHHBIX O KOJTMYECTBEHHOM M KAYCCTBEHHOM
COCTaBEe KaJpoOB, UX JBUIKECHUHU,

3.4. CBOEBPEMEHHOEC M KAUCCTBEHHOE OOpMIICHHE JIOKYMEHTOB 110 Ka, [pOBON pabdore
B COOTBLCTCTBHM ¢ TPYAOBBIM 3aKOHOAATEILCTBOM POCCUICKOM Deaepaunut. 10JI0KEHUSIMU.
UHCTPYKIMAME, - pACMOPAICHUSIMU M TIPUKA3aMU  peKTopa Yuupepeurera u mpexropa
Dunuana.

3.5. Besenue yuera auynoro cocrasa Ouuaia.




~~

3.6. lloarotoBka wu  o6paboTka MHGOPMALMOHNBIX  aHHBIX 110 KaPOBOI
JCSTEIILHOCTH.,

3.7. llonGop u paccranoBka (COBMECTHO ¢ PYKOBOJIUTCIIAMU  CTPYKTYPHBIX
noapasaenennii - @uimana):  npodeccopeko-MpernoaaBaTeIbCKoro. A/ IMUHUCTPATUBHO-
YNPaBACHYECKOI0, YUCOHO-BCIIOMOIATC/ILHONO W 00CYKUBAIOLICTO W HIOIO [iepcoHasia,

3.8. llojroToBka HEOGXOJAMMBIX MaTepuasos. OOPMIICHHE JIOKYMEHTALMK /IS
TPOBEACHIST  KOHKYPCHOH MPOLECAYpPbl M NPOLEAYPHl BBIGOPOB CPEAM MPETCHAECHTOB Ha
AOJDKHOCTH HAYUHO-TIeJarorndeckux padornnkos dOuinalia.

3.9. llpuem, 3anosnHenue, XpaHeHHE U Bbijaya TPYNOBBIX KHWXKEK, & TAKIKE Be/CHUE
YCTAHOBJICHHOM JIOKYMCHTALINY ABWKECHUS TPYIOBIX KHIKCK U BKIAIBILICH K HHM.

3.10. Iloxroroska marepuana s npepocTaBieHus MepcoHasa K IOOLIPEHUSIM U
Harpa)JIeHUsIM,

3.11. Cocrasnenne rpadukoB  OTNYCKOB, YUET MCronbL30BaHUs  paboTHUKAMMU
OTITyCKOB, O(OPMIIEHHE EACTOILIX  OTIYCKOB B COOTBETCTBHM  C VIBCPIKIEHITBIMK
rpadukamu,

3.12. Odopminenue 1 yuer KOMaHﬂMpOBOK:

3.13. Bplaaua crpaBok o HacTosIIEH U NPOUUIOW  TPYJOBOH  JICATENLHOCTU
paGOTHUKOB.

3.14. CocraBnenne ¥ BeJEHWE YCTAHOBICHHOW OTYETHOCTH 10 YUETY JMYHOIO
coctasa Duinaila, ero 1HoApas3ACIeHM.

3.15. TlonroroBka HEOGXOAMMBIX CTATHCTHUECKUX OTUETOR.

3.16. BouHCKMH yueT Bcex KaTeropuit Tpaskaad. nojuiesKalimx BOMHCKOMY VUETY.
NpeOBIBAIOMIMX B 3a11aCC, BEJEHUE NEPCITUCKH C BOCHIIBINH KOMMCCapHaTaMi,

3.17. Tlposeenue paboThl M0 OGHOBICHUIO METOMMUYECKOTO OGECIICUCHMS KaJ/IpOBO#
pabOThL, €€ MaTepPUaIbHON Gasbl, BHEAPEHMIO COBPEMEHHBIX METOLOB YTIPaBIECHUS KajpaMu ¢
MCIOJIPSOBAHIEM  aBTOMATHU3UPOBAHHBIX CHUCTEM, CO3/IaHMIO GaHKa JaHHBIX O MEepcoHasle
(pusinana, ero CBOCBPEMEHHOMY TIOIOIHEHMIO.

3.18. Cucremaruueckuil ananus KajpoBoW paborel B duanane.  paszpaboria
NPEIVIOKEHUN 110 CC YJIYULICHMIO.

3.19. ®opmupoBanue, BelCHUE W IEPEIaua B apXUB JIHIHBIX 6] pabOTHHUKOB,

3.20. Opranusanus pabounx mect paGOTHUKOB OT/c/a KaJIpOB, COBEPUICHCTBOBAHNE

UX YCIIOBUH TPy 14.




4. IPABA ¥ OBSI3BHHOCTH

4.1. Otsien kaJipoB UMeeET rpaso:

- COITACOBBIBATL MPOEKTHI TPHKA30B, PACIOPSKEHNI. TOKATbHBIX HOPMAaTHRHbIX
dKTOB, KacalONIMECs KaIPOBOM JICATEALIOCTH W ACI0NIPOU3BOJICTBA,

- 3allpallnBaTth B CTPYKTYPHBIX TOApasjicieHusix  Duipana w Yuusepenrtera
MH(QOPMALHIO, TOKYMEHTBI, HEOBXOMUMBIE JUIS BHITONHEH WS 3aj1a4 1 PyHKIMI oT/ena,

- BHOCMTL Ha pacCMOTpenus jupextopa Dummana npemiomkeHus o NOOIUPEHWHU.
MPUBJICHCHUN K IMCHUTUIMHAPHON OTBETCTBEHHOCTH paboTHUKOB Duinalia.

- KOWIPOJIMPOBATL B CTPYKTYPHBIX — HOApas,/ICicHuax  Duiauana  cobio eHue
JICHCTBYIONICTO TPYLOBOIO 3aKOHOAATEIHCTRA,

- HPCACTABHTCIILCTBOBATLE B YCTAHOBICHHOM 1OpS/IKE OT uMend Duimaia 10
BONpOCaM.  OTHOCSIIMMCA K KOMICTCHLUMM  OT/ICHa  BO  B3aHMOOTHOIICHHAN  c
TOCYAAPCTBCHHBIMU W MYHULIMNAJILHBIMA OPTaHAMH, & TaKKE JPYIHMU OpraHH3alusIMu i
YUPCHRICHUAMM (KaAPOBBIMHU arCHTCTBAMM U LEHTPAMH 3aHATOCTH),

T YHACTBOBATL B COBCILAHMAX, IPOBOANMBIX B DUITHANE 110 KAJAPOBBIM BOIPOCAM.

- AaBaTh PashACHCHUS M PEKOMEHJAIMHU T10 BONPOCAM, BXOSLIAM B KOMIETCHIMIO
oTjena.

4.2. Hauanbuuk otiena umeet MpaBo:

- BHOCHTE Ha pacemoTpenne anpekrtopa Quiidaiia 1pejICTaBICHUsS O HA3HAUCHHM.
MEPEBOAC U OCBOOOMKACHUU OT 3aHUMACMBIX JIOJKHOCTCH paboTHUKOB OT/CNa. a TakKe
HPC/UIOKEHUS O NOOLPEHUH  OTJIMUMBIIUXCS paBOTHHKOB OT/e/a (Punnana) u o
UPUBJICHCHHM K MATCPUANBHOW M JIMCUMINIMHAPHOI  OTBCTCTBEIHOCTH HAPY LM ICICH
TPYJOBOH AMCIMITINHL,

4.3. PaGoTtnuku oriesa Kajapos uMeior [1paBo:

" YHaCTBOBATB B PEUICHUHU BOMPOCOB, OTHOCIIUXCS K JIEATEIBLHOCTH OT/Ic)a Ka/JpoB.

- TMOANUCHIBATE M BU3UPOBATH JOKYMCHTBI, CBS3AHHBIE € JIESTEIBLHOCTLIO OT/1¢/0a
KaJpoB,

- Ha  OPraHM3allMOHHOC M MATEPUAIBHO-TCXHHUYECKOE  00CCHEeYCHHE  CROCH
MPOMECCHOHATBLHON JIEATE/IBHOCTH,

- 00XKanoBaTh MPUKA3Bl U PacriOpsKCHMs AMpekTopa Puarana B yCTaHOBACHHOM

3aKOHOAATCILCTBOM 11 OpAIKE,




- TOIB30BATRCS yCayramMu OnOanOTeKkH, WHPOPMAIMOHHBIX (BOHIOB YUEOHLIX |
HAYUHBIX TOAPA3ICIECHUH, M JPYIMX CTPYKTYPHBIX 10Pa3CIcHNi Yuupepcurera u
Punnana.

4.1. PaGornukn oracna kaapos oGs3aiibl:

- cobuoiath B CBOCH npodeccHoNalbHON JAcaTelbHOCTH Y oTan YuuBepcurera,
[onoxenne o dunmane u nacrosmee ITosoxenue,

- obecrneynBaTh BBIMOIHENHE OCHOBHBIX 3a1au MU (QYHKLHEA, nepeuncieHubx B
HacrosuieM I lonoxenun,

- Ha  BBICOKOM  [IPO(PECCHOHAILHOM  YPOBHE  BBUIOJIATL  CBOU  JIOJBKIOCTHLIC
00sI3aHHOCTH,

- HOBBILLATE CBOH KBAJIM(PHKALIHOHHDINH YPOBEH D,

- obecrneunsaTh  COXpAHHOCTL  3aKPEIUICHIBIX 32 OT/CAOM  HOMCLICHMH 1

00opy0oBaHus.
S.OTBETCTBEHHOCTbB

5.1. Hawanspuk ornena xaapos HeceT OTBETCIBEHHOCTH 34 HECBOEBPEMEHHOE U
HCKAYCCTBCHHOC  BLITIONTHEHME  OTACIOM  BO3JOKEHHBIX Ha HEro (GYHKUMH, M He
MCTOJIB3OBANNE  TIPCIOCTABIAEMEIX  TIPaB. B COOTBETCTBMM ¢ JICHCTBYIONIMM
3AKOHOAATEALCTBOM 0 Tpyae Poccuiickoir  ®enepaunn.  Yerasom YHuBepeurera.
[onoxennem o duimane, [pasuiamn BHYTPCHHEIO TPYA0BOIO pactiopsiika Y HuBepeHTera
U JOJKHOCTHLIMU HHCTPYKLMSAMU,

5.2 Paborumku  oriaena  necyr JUCHHMILIHHAPHYIO  OTBCTCTBCHHOCTL 34
HECBOEBPEMCHIIOL WM HCHA/UICIKAINCC BBITTONHCHUC BO3IOKCHHBIX HA HUX (QyHKIUIL, B
COOTBETCTBHU C JICHCTBYIOLIMM 3aKOHOAATENILCTBOM O Tpyie Poccuitckoii Denepanm.
Ycrabom YHusepcurera, [lonoxenuem o bwmane, IpaBmiaMu BHYTpPEHHE!O TPYJAOBOIO

pacniopsgaaxa yHI/IBepCI/ITGTa " JOJ2KHOCTHBIMU HMHCTPYKLUIMU.

6. BBAUMOJIENCTBUE C APYIUMMU CTPYKTYPHbBIMH
NHOAPA3AEJEHUAMMU

Otien Kaapos B3anMopencTByer:
C Oyxrantepuel Guinana - 110 BOHPOCAM. CBSI3ANHBIM ¢ NPCICTABICHUCM  JIAHHbBIX
PabOTHHKOB  uAMana. [OATOTOBKON HPOCKTOR PHKa30B 110 [IpUEMY. [EPCBOLY W

YBOJILHEHHUTIO pﬂ60'l'HVIKOB dJI/IJ'II/I'cUla‘ OoIyr1aTe Tpyaa, MarepualibHoMy CTHUMYJIMPOBAHUIO

paboTHUKOB (huiimana.




C xadeapamu uinana - 1o BOHPOCAM  TIPOBC/ICHUS KOHKYPCHOH  1HIPOLCYPBI I
HPOLCAYPHL  BLIOOPOB  JUISL  3aMEUICHMS  BAKAHTHBIX  OJKHOCTCI Hpodeccopeko-
[IPEIO/IaBaTEIILCKOIO COCTARA.

C 1opuanucckoit ciyx6oii — 1o [IPABOBLIM  BONPOCAM, CBS3AHHBLIM ¢ [OJAIOTOBKOI
KaJIPOBBIX JIOKYMCHTOB.

C  aIMHHMCTPATHBHO-XO3SHCTBEHHBIM  OTJICIOM - 1O BONIpocaM  00eCHeUCHMs
CPCACTBAMU  OPTaHU3AIMOHHON M BLIMHCAWTENLHON  TEXHMKH. KaHIEJIAPCKUM K
NPUHAICIKHOCTAMKU pabOTHUKOB OT/IC)14.

A Taioke OTAC  KajpoB  B3aUMOAEHCTBYCT €O BCeMu CTPYKTYPHBLIMU
HOAPA3ACACHUAMU  (hUIMAIA 110 BOIPOCAM KaJpOBOIro U JIOKYMCHTAJILHOTO 06CCIeHcHMs,
110100pa M PacCTaHOBKH KaIpOB, 0JTrOTORKH HPOCKTOB M U3MCHCHHI LITATHOIO paciiicatms
n 000CHOBANMIT K HEMY, 1IPC/UIOKCHNIT 110 COCTARICHMIO FpapuKa OTIYCKOB. XapaKkTepHeTiK

Ha })860THHI\'()B. ()6'I;$ICHHTCJII)HI)]X 3AIMTUCOK OT napyumrcncﬁ 'l'pYI[OBOﬁ HAHUCITMITTMHBL U ApP.

7. KOHTPOJIb 3A JIESITEJBHOCTBIO OTHAEJIA -

7.1. Tlposepka JjesTenbHOCT OTIIeNA KaJpoB TMPOBOJUTCS B XOJE ILIAHOBLIX M
OTACJTBHBIX BHEIIAHOBBIX TIPOBEPOK KOMHUCCHN Yuusepcurera (Ouianana) — 110 NnpHKasy
pekropa Yuusepenrera (Jmpekropa Dumasia),

7.2, Texymuit KOUTPOIIb 38 JACATCIBIOCTLIO OTJICJIa KAIPOB OCYINCCTRAACT AUPCKTOP
Ounnana.

8. IPEKPAIEHUE AEATEJIBHOCTH

8.1. Oraen  xanpon PCOPTAHNSYCTCA W JIMKBUJIMPYETCS  [IPUKA30M  peKTopa
YHUBEpCUTETa Ha OCHOBANUH COOTBETCTBYIOLIETO Pelletus Y UeHoro copera Yuusepeurera.
8.2. Tlpu peopraumsauuu oresna KaJIpoB, MMEIOIUMCCS HA OTAC]E JIOKYMEHTBI 110
OCHOBHOH  JICATEILHOCTH  JIOJUKHBI  OBITH CBOCBPCMCHHO  MEpelalbl  Ha  XPaHCHUC

apaBorpeeMHy Ky, a Hpu JIMKBU Q1MW — B ApXnB YHHBC])CIl'l'U[‘{l.

P

Hauansnnk oriena kanpos O.B. Kambiuanckast

COI'JTACOBAHO:

[OpuckoncynT B.B. Jlosunckuii




